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Purpose

Use this procedure to create your agency’s 941 quarterly reports.

Trigger

Perform this procedure for every quarter end.
O March 31, 2XXX
O June 30, 2XXX
O September 30, 2XXX
O December 31, 2XXX

Prerequisites

Payroll results from all periods in the quarter are final by Department of Personnel.

In order to perform this transaction you must be assigned the following roles:

Payroll Processor, Payroll Inquirer, Payroll Supervisor, Payroll Analyst.

Transaction Code

PU19
Date Procedure Update Log
04/10/07 Created
9/24/07 Roles added. Steps for running the 3" Party Remittance detail report
added.
11/4/2008 Screen shots updated per system upgrade

Perform one of the following:

If Go To
You would like to add Personnel Area Numbers to the Tax Company Step 3
menu
You would like to set the default of the report to Test Run Step 4
You would like to generate the agency’s 941 and Schedule B in test Step 5
mode. Run the URMR for liability validation
You would like to generate the agency’s 941 in production mode Step 6
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If Go To
You would like to view the manual adjustments by quarter Step 7
You would like to view the Log Manager Step 8

Helpful Hints

Agencies should run (in test mode) after each payroll to verify the deposits and liabilities are in
balance. Running in test mode will allow the agencies to view their 941s without creating a final
document. At the end of the quarter, when the 941 is in balance, a production run can be made
and the file date can be generated.

@ If the 941 is run in Production mode prematurely the production run will have to be
deleted to run the final Production mode to file. Please contact the DOP Helpdesk to
have the Production run deleted. If a year to date adjustment is needed and the
agency has already completed a Production run, a new year to date adjustment can be
made, but the original year to date will stay the same.

Example: A year-to-date adjustment is done for an employee in Tax Company 0110 for 1%
quarter 2007. On April 10, 2007 Tax Company 0120 runs their 941 in Production
mode. The year to date adjustment for Tax Company 0110 is sealed. A new year to
date adjustment can be done for Tax Company 0110 but the original year to date is

unchangeable.

e 941cs do calculate correctly in HRMS for standard wage types. The 941cs are not
configured in the system to be accepted by the IRS. Department of Personnel does not

support these forms.
e For W-2s be sure to uncheck the “Generate magnetic tape’ or ‘Generate authority copy’.
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Procedure
1. Start the transaction using the transaction code PU19.

Tax Reporter
E

| Tax Reporter Edit Goto Tools  Utilities  Systern Help

| & 21080 €aQ SHE f088 HF @B
Tax Reporter

|@. All mag. media files ||,§, Log Manager |

]

[T:”{ Farms | Tax Company
[ Qualiily Reparting Period End Date ™

P (O Quarterly Carrection
P (JAnnual Consider Payrall Results up to =

P (3 Annual Correction
’_m (TEST run) . Generation/Filing Dates . Form Field Definition

2. Perform one of the following:
If Go To
You would like to add Personnel Area Numbers to the Tax Company Step 3
menu
You would like to set the default of the report to Test Run Step 4
You would like to generate the agency’s 941 and Schedule B in test Step 5
mode. Run the URMR for liability validation
You would like to generate the agency’s 941 in production mode Step 6
You would like to view the manual adjustments by quarter Step 7
You would like to view the Log Manager Step 8
3. To turn on the Personnel Area ID numbers in the drop down list, follow these steps:
3.1 From the toolbar, click the (Customizing of local layout) button.
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Tax Reporter
=

| Tax Reporter Edit Goto Tools  Utilities  Systern Help

| @ 200 @ae SHE D000 BE o
Tax Reporter

|@. All mag. media files ||§, Log Manager |

-ll;a"[;”rms | Tax Company |

Guarterly : ) 5
b (3 Guarterly Carrection Reporting Period End Date ™
b 3 Annual Consider Payroll Resuits up to ™

I (J Annual Correction

(i

(PROD. run) Generation/Filing Dates .~ Farm Field Definition

3.2 Select Options from the selection list.

Tax Reporter

Cptions ...

Mew Visual Design ...

Set Color to System ..
Clipboard *
Generate Graphic

Create Shortcut ..

Activate GUIXT

Script Recording and Playback...
Script Development Tools...
Default Size

Hard Copy

Cuick Cut and Paste

Spell Checker

SAP GUI Help

About..

3.3 Use the EC) (arrows) until you reach the Expert tab.

: You can also select the and select Expert
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Options
IDptiDns
// Curzar .l Local Data ( [18M ||I Ea
| /|
Corbrolz

Shiow Fevz in Al Dropdown Lists
Sort [tems by Keyp

Thiz zetting takes effect after you regtart the curent
tranzaction

B atch [nput

Copy and Paste
Copy and Paste az Matrix in a Line

ok | | Cancel | | Apply | | Help

3.4 Select the boxes as shown in the picture below.
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Options
I Options
" Local Data 'i 118N [«][]
Controlz

Shiow Feys in Al Dropdown Lists

Thiz zetting takes effect after you regtart the curent
tranzaction

Sort [tems by Key

B atch [nput

Copy and Paste
Copy and Paste az Matrix in a Line

ok | | Cancel | | Apply | | Help

3.5 Click the (Apply) button.
3.6 Click the (OK) button.

After clicking OK you will be taken back to the Tax Reporter. Use the E (Back) to
return to the SAP Easy Access Screen to reset the Tax Reporter so the Personnel
Area’s numbers are in numeric order.
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:" You can simply type the first two or three numbers of the Personnel Area to make the
selection.

Tax Reporter
=
| Tax Reporter Edit Goto  Tools  Utilities Systern Help

| @ 1IHI e BHE D08 BE @M
Tax Reporter

|@. All mag. media files ||E, Log Manager |

Tax Forms | Tax Company =
b O Quarterly _ Reporting0110 State of WA House of Representatives ]
b (3 Quarterly Correction ——10120 State of WA Senate B
3 Annual Cansitenn 3 Joint Transportation Committee

I (3 Annual Correction 0140 State of Wi Joint Leq Audit & Review Co

0150 Legislative Transportation
(FRU0200 State of WA Leg Eval & Actbity Prgm
0350 Office of State Actuary

0380 Jaoint Legislative Systems Committee
0400 State of WA Statute Law Committes
0450 Washington State Supreme Caourt

ield Definition

[ERD]

4, To set the default of the report to Test Run, complete the following fields:
Field Name R/O/C Description
Tax Company R Select your agency’s Tax Company ID.

@ Agencies that have more than one tax identification
number (agencies with sub-areas) have the option to roll
them all into one report. To view a specific agency, just
enter that agency’s tax company information.

Example: 1110 (Department of Personnel)
Reporting Period R The Reporting Period End Date.
End Date
@ Enter the Quarter End Date as listed below.
Quarter 1 — Period 03/31/20XX
Quarter 2 — Period 06/30/20XX
Quarter 3 — Period 09/30/20XX
Quarter 4 — Period 12/31/20XX
Example: 12/31/2006
State of Washington HRMS
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Field Name R/O/C Description

Consider Payroll R The Consider Payroll Results up to.
Results up to

@ Enter the Quarter End Date. (Using the same
format above.)

Example: 12/31/2008

@ All three fields are required and must be filled before moving on to the next step or you
@ Make an entry in all required fields

will receive the following message: (Make an
entry in all required fields).
Tax Reporter
=
| Tax Reporter Edit Goto Tools  Utilities  System  Help
| @ 2 dH G EHE RO B QE
Tax Reporter
|@| All mag. media files ||E. Loy Manager |
Tax Forms I Tax company 0110 State of WA House (2
- [ Quarie; Reparting Period End Date 10/81/2008] 10/01/2008 - 10/01/2008
I (J Quarterly Correction porting ’
b [J Annual Consider Payroll Results up to 1243172008
P (3 Annual Caorrection
’_m (TEST run) . Generation/Filing Dates . Form Field Definition
4.1 Click & (Enter) to validate the entry.
4.2 From the menu bar, click on Tools and select Preferences from the selection list.
Tools Menu
Tools  Utiliti
Print copies
Log Manager Ctri+F7
All mag. media files Shift+F9
Dverwrite results v
Preferences Shift+F6
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4.3 Select @ Tab fortest Runs (Tab for test runs) under the Active tab at startup

section.

User Preferences - Tax reporter

II:':’ User Preferences - Tax reporter

[ Start Tax reporter showing last screen accessed

Shiow this form upon Tax reporter startup

fird

[ Start Tax reporter showing all available forms expanded

[(JUse this sort order when downloading mag. media

Expand details at startup Active tab at startup

[] Show details for Employes Copy O Tab for productive runs

(] Shaw details for Magnetic Tape IE@ Tab for test Runs l
L[] Show details for Ermployer Copy (O Tab for Prep/Gen Statistics
[ Show details for Summary Copy O Tab for form Definition
[IDizable ALY

|W? Save ||ﬁ Cancel |

% Save

4.4 Click (Save) to save the options.

@ The transaction may need to be restarted in order for the change to take effect.

Tax Reporter
E

| Tax Reporter Edit Goto Tools  Utilities  Systern Help

| & 2 0Heee EHE Hno0 AR om
Tax Reporter

|@. All mag. media files ||E Log Manager |

Tbax[:ﬁmms | Tax Company 110 State of WA House (2
Quarterly ’ ’
b (I Quarterly Correction Reporting Period End Date 10/01/2008|10/01/2008 - 10/01/2008
b (3 Annual Consider Payroll Results up to 12/31/2008
b (J Annual Correction
(FREOD. run) . Generation/Filing Dates . Form Field Definition

State of Washington HRMS

File name: Version: Train. T. Revised after SME SAP Parent
941 QUARTERLY_REPORT_UPG Review Page 10/ 40
RADE.DOC Last Modified: 2/17/2009 5:21:00 PM

Reference Number:




Title: 941 Quarterly Report
Processes :
Sub-Processes :

HRMS Training Documents

Reference Number:

5. To view and print the agency’s 941 and Schedule B report in test mode, complete the following
fields:
Field Name R/O/C Description
Tax Company R Select your agency’s Tax Company ID.

@ Agencies that have more than one tax identification
number (agencies with sub-areas) have the option to roll
them all into one report. To view a specific agency, just
enter that agency’s tax company information.

Example: 1110 (Department of Personnel)

Main Tax Company Included sub-areas
1110 (Department of Personnel) 1110 and 1111
2450 (Military Department) 2450 through 2453
3105 (Department of Corrections) 3101, 3102, 3103, 3105,
3111, 3117, 3118 &
3119
3106 (Department of Corrections) 3106, 3110, 3112 &
3115
3107 (Department of Corrections) 3107, 3109, 3122 &
3123
3113 (Department of Corrections) 3113, 3114 & 3120
3121 (Department of Corrections) 3108, 3116 & 3121
4610 (Department of Ecology) 4610 through 4612
5401 (Employment Security 5401 through 5416
Department)
Reporting Period R The Reporting Period End Date.
End Date
@ Enter the Quarter End Date as listed below.
Quarter 1 — Period 03/31/20XX
Quarter 2 — Period 06/30/20XX
Quarter 3 — Period 09/30/20XX
Quarter 4 — Period 12/31/20XX
Example: 12/31/2008
Consider Payroll R The Consider Payroll Results up to.
Results up to
@ Enter the Quarter End Date. (Using the same
format above.)

Example: 12/31/2008
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@ All three fields are required and must be filled before moving on to the next step or you
@ Make an entry in all required fields

will receive the following message: (Make an
entry in all required fields).
Tax Reporter
[E
| Tax Feporter Edit Goto  Tools  Utilities Systern  Help
| & 2 JH e CHE D000 BR @B
Tax Reporter
|@. All mag. media files ||E, Log Manager |
Tax Forms | Tax Company 0110 State of YA House (3
o (] Gueriery Reparting Period End Date 10/01/2008] 10/01/2008 - 10/01/2008
b (3 Quarterly Correction Rorting
b 3 Annual Consider Payroll Results up to 12/31/2008
I [JAnnual Correction
(FROD. run) : Generation/Filing Dates . Form Field Definition

5.1 In the Tax Forms section, click the arrow next to the 2 = @uarterly ¢ qer 1o open this
list.

Tax Reporter
=
| Tax Feporter Edit Goto Tools  Utilities Systern  Help

| & 200 €ee CHE Snos [AFR @F
Tax Reporter
|@. All mag. media files ||E. Log Manager|

Tax Forms I ax Compary 1110 State of WA Departr 2

¥ & Quarterly Reporting Period End Date 12/31/2008| 12/31/2008 - 1243142008
Farm 941 porting
Farm 941 Return Puerta Rico Consider Payroll Results up to 1243172008

SUI'wWage Reporting
wultiple WWorksite Reports - State Level
Multiple ¥Worksite Report - Combined
Locality WWage Listing - County Level
Locality Wage Listing - City Level
Locality WYWage Listing - Sch. Dist. Level

I (3 Quarterly Correction

I (3 Annual

I [J Annual Correction

(FROD. run) : Generation/Filing Dates . Form Field Definitian

5.2 Double-click on the 2 Form 941 (Form 941) document.
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5.3 Complete the following fields:
Field Name R/O/C Description
Personnel Numbers R |The employee's unique identifying number.
Example: 10001111 (single personnel number)

@ Entering the range of 1 to 99999999 will capture your
entire agency. If wanting to see only one employee
(or a few) you may enter just those individuals.

Example: 1 to 99999999 (8 digits)

54 Click s RIS | (Execute Test Online) to start the report.

Tax Reporter

(]

”_Iz’a Reporter  £di Goto Toels  Unlities E_;»"em Help e an . Lo
8 2 0H 06 BIE DNON BAE @
Tax Reporter

(6@ Al mag meds fles & Log Manage: |

Tax Foms

a Tax CmFlElTy’ 0110 State of WA House 0
- —Oa-“:ﬂ;;ym Reparting Penad End Date 10/01/2608 100172008 - 123172008
@ Form 841 Return Puefto Rico Corsider Payroil Resuts up 1o 12/31/2008

B SUI'Wage Reporing

B Mubple Worksite Reparts - State Leved
B Muttiple Warksite Repart - Combined
B Locaity Wage Listing - County Level

® Locaity Wape Listing - Ciy Leves Teat selection [ Tast onling
[ Locaty Wage Listing - Sch Dist Leved | | ersonneal Nurmers 1 to osopsane(y) |2 Teat background
b (3 Quarterty Carrection
I I_:JAmu.:s
55 Click on the & (folder) next to )
Forms SAFScript Forms generated to access the report.
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Tax Reporter
=y
List Edit Goto Extras System  Help

|G | 1 0H CeQ SHE DDA |
Tax Reporter

| Explanations || Choose || Expand all || Collapse all || Set section || Froperties |

Form 841 Tax Reporter output

Forms FPDF Forms generated
— & Forms sAPScript Forms generated
— & Magnetic Media Magnetic Media files
Reports Reports generated

—y* Tax Reporter Log Messages for the run

5.6 To view the report online, double-click 241 for a tax company g1 for 4 tax
company) on the text/report name.

Tax Reporter
=
| List Edit Goto Ewxtras  System  Help

| & 10H @00 SHE Do BF
Tax Reporter

| Explanations || Choose || Expand all || Collapse all || et section || Froperties |

Form 841 Tax Reporter output

Forms FOF Forms generated
—[= Forms SAFscript Forms generated
—0 0110 941 for a tax company FED
— B Magnetic Media Magnetic Media files
Reports Reports generated

— %y Tax Reporter Log Messages for the run
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Print Preview of ZPD1 Page 00001 of 00002
=4
| Text Edit Goto Systerm Help

| & sjaBIcee DEE ol IR e®m

Print Preview of ZPD1 Page 00001 of 00002 k

N\

Form 9441 Employer's Quarterly Federal Tax Return

910940493

State of WA Depardment of Personnel 0gi30sz008

PO Box 47500 OlympiaWaA 98504-7500
1 Number of employess 1 231.00
2 Mfages, tips, and other compensation 2 3,140 808 .79
3 Tatal income tax withheld from wages, tips, and other compenssation ] 432,143 .20

:" To view the agency’s Schedule B, use the 4 (Next Page (Page Down)) to access the

report.
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Print Preview of ZPD1 Page 00002 of 00002
=4
| Text Edit Goto Systern Help

| & 2 0H e@ae CHE N0 RE @

Print Preview of ZPD1 Page 00002 of 00002

schedule 8 Employer's Record of Federal Tax Liability
[Form 941]
State of WA Department of Personnel Q10940403 09202008
A. Daily Tax Liability - First Morth of Quarter
) 1 o.om g 15 22 24
2 a 16 23 o
3 10 156,823,864 17 24 1
4 i1 13 35 166,506.96
5 12 149 i6
5 13 20 7
T 14 o 28
57 Click Lk (Previous page (Page up)) to return to the previous screen.
5.8 To get back to the Tax Reporter Output for printing purposes click the e (Back)
button
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Tax Reporter
=
List Edit Goto Ewxtras System  Help

| & 1 0H @0 DHE DLD PR @B

Tax Reporter

| Explanations || Choose || Expand all || Collapse all || et section || Froperties |

Farm 941 Tax Reporter output

Forms POF Forms generated
—[=] Farms SAPScript Forms generated

110 941 for a tax company FED

— 0 Magnetic
Reports
—&y* Tax Reporter L

Magnetic Media files
Reports generated
Messages for the run

=2

5.9 To print the report, click on the B (Printer) icon.
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Output controller: Print spool request 9238
=
Print Edit Goto Systern  Help

& 3 dHIGCa@ SHE SDO8 | FHE @

;utput controller: Print spool request 9238

Al Archive [ < ][ 2]

Print Parameters
Dutput Device PO Front End Printer far Tax REF:IDHIEU
Frontend Printer wioppsohO0ADOP2-01 g

Mumber of Copies |1
Pricrity S5 = medium
From Page To Page

fird

Cover Fage

Recipient

Departrment

Title 1110 241 for a tax company FED

Spoal Request

Mame LISTYS |TAXF 12
Mumber 9 238
Format LETTER SAPsCript US LETTER

5.10 After the print selections have been made, click the -4 (Printer) to print.

& Run the 3" Party Remittance Detail report to verify the liabilities on the Schedule B.

@ To access the Remittance Detail Report click the @ (Exit) to return back to the SAP
Easy Access screen.

5.11 Start the transaction by keying the transaction code: PC00_M99 URMR into the

command field and click T (Enter).
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SAP Easy Access
=
tenu Edit Favorites Extras System  Help

v TH S an EHE oDhao BE @
SAP Easy Access

| = | P R |

b [(JFavorites
~ &9 SAP menu
[ Office
[J Cross-Application Components
(I Logistics
(3 Accounting
[J Human Resources
[J Information Systems
[J Tools

L v v v
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Remittance Detail Report

HR payeasa item salaction
Comparny Code
Business Area
wWeandor
wendor subgroup
HFE payves bype
HF payees number
Ewaluation run no
Ciue date
Fosting run number
Ackiowledoement run
HF document ref. no.
Remittance Status
Stopped payrnents

Control data
Additional data
@ Mone
CrInclude employes data

o inelude symbolic account data

S control
@ AL grid control
C AN trem control
Al LAyt
[+] ZUI haadar

Levael of detail on double click
[+ HR pay item summary
[« Employas details
HR payes item status
[« HR payes itern details
|| Fayroll data
[+] Acdditional infarmation

Errar GHEGH“'!Q and carraction
[l Chack payments stapped
| | Check already posted items

HRMS Training Documents

G

1_SUBTOTALS

e

I

[s o] ] o] sl o] 2]s]s

[ Carrect stappad status
[ Carrect already posted itams

Find Variant

III?'Find ariant

Wariant
Ervironment
Created by
Changed by
Qriginal language

Sl

[o]e]e]e]g]

State of Washington HRMS

File name: Version: Train. T. Revised after SME
941 QUARTERLY_REPORT_UPG Review
RADE.DOC Last Modified: 2/17/2009 5:21:00 PM

Reference Number:

SAP Parent
Page 20/ 40



Title: 941 Quarterly Report
Processes :
Sub-Processes :
HRMS Training Documents

5.12 Click the (Get Variant) button to access the list of variants. Remove your
name or personnel number in the Created by field. In the Variant field type SWV* to

@

display all statewide variants that have been created for this report. Click
(Execute) to access all variants.

Variant Directory of Program
III?AEIAF': “Yariant Directory of Program RPURMROD

1 K T =Y

wariant catalog for program RPURMROD

“ariant name |ShDrt description ||
W IRS15TATRY EFTPS deposits IRS 1st gtr 07 A []
W IRS15TATRE EFTPS deposits IRS 1st gtr 05 A =]
SWA IRS15TOTRY EFTPS deposits IRS 1st gtr 09 A,
S IRSZNDATRT EFTRS deposits IRS 2nd gtr 07 A,
WS IRSZNOATRE EFTPS deposits IRS 2nd gtr 03 &y
SWA IRSZNDATREY EFTRS deposits IRS 2nd gtr 09 A,
S IRS3RDATRE EFTPS deposits IRS 3rd gtr 06 A, [+]
W IRS3RDATREY EFTPS deposits IRS 3rd gtr 07 &y =]
[l ]] [ L[]

5.13 Select the Statewide variant for the requested quarter.

5.14 Click v (Copy) to accept.
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Remittance Detail Report

(=4
Frogram Edit  GSoto Systermm Help
) ST = - - =T S W ica e B 0

Reconciliation of Remittance Posting Items
[ e ]

HR payeaa itam salaction

COmpary Code e o)
Business Area
SErdor 21 EA P

SENdor subQroup

HFE payees type

HFE payes number

Ewvaluation run no

e date Cla A0 2
Fosting run number |
Ao EC g E et run

HRE document ref, no,

Femittance Status

Stopped payments

[o] el s]s] o[ o] a]s]s]ela]s

Control data
Additional data
@ Mone
Trinclude amployea data
O nclude symbolic acocount data

G cantral
@ AN grid contral
AL tree contral
Al Layout A1_SUHTOTALS
[«] GLI haadar

Leval of detall on double chck
[“IHR pay item sumimary
[« Ermployes detalls
[“IHR payaa itam status
[“1HR payas itam datails
[« FPayroll data
[+ Additional infarmatian

| Errar cheacking and corraction

5.15 Complete the following fields:

Field Name R/O/C Description
Business Area R A specific agency in the State of Washington. This is
associated with each Employer Identification Number (EIN)
Example: 1110

@

5.16 Enter your business area and click (Execute) to generate the report.

State of Washington HRMS

File name: Version: Train. T. Revised after SME SAP Parent
941 QUARTERLY_REPORT_UPG Review Page 22/ 40
RADE.DOC Last Modified: 2/17/2009 5:21:00 PM

Reference Number:



Title: 941 Quarterly Report
Processes :
Sub-Processes :
HRMS Training Documents

Remittance Detail- Overview

_______ 10702572007
07407 07262007

~[oena007

ONI2007 0B/10/2007 :
OM102007  OBNO2007  OB0E00T
OW102007 ON1072007  0BTE2007
OBMWZ0T  OBI02007  08DE007

0B242007  [0B24:2007 (082072007
(082472007 0B2472007 !um_aqqr
0872472007 082472007 082072007
08242007 OB24007  |0820/2007
747584 USD  OB242007 OB242007  OWZ02007
14287133 USD )
6524714 USD  [0SM007 (0102007 [0svmA2007 |
2304306 USD ONI02007 (O1072007 08042007
3304306 USD 01007 lnsnwmof loavaz007 |
772777 USD  OS1072007  O%102007 0042007 |
772777 USD  0SA0007  ONIO007  OS0A2007 |
146.788.80 USD
704833 USD 0826007 082672007 (08072007 |
3372897 USD 026007 (082672007 |0SV20:2007 [
‘

2372897 USD 05257007 0N262007 |0SV20.2007
(08252007 057252007 082072007

BO0000 00000 Dan0n Oonon s

7.96123 USD 08267007 08247007 08E02007 | |
- - 153.848.85 USD |
2181700 2 2 _ 877.911.03 UsD

i 877.911.03 USD d

|
w8

5.17 To view names, social security numbers and the amount each employee paid to the
vendor double click on the selected amount.

@ HR Payee types:

1: Employee withholding

2. Employee Social Security
3. Employer Social Security
4. Employee Medicare

5. Employer Medicare.

Employee and Employer shares should always be equal.
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SAP System

Remittance Detail Report

Remittance summary

Reference Document : HE 0073100000

Vendor : 2181700 EFTPS [R5 Payment for W/H Ta
Company Code . Wa0l STATE OF WASHINGTON
Amount : 15625229 I5D

Due Date : 01/10s2008

Employee details

Numhber of employees 000230

dmount
SAE 95
1,084.38
Employee names and social security numbers have 33548
heen deleted to protect confidentiality 061 31
04587
495 46
69381
822.19
441 .49
58079
240.90
709.58
359.61
153.79
T2872
29493
673164
AR A1

6. Once your results have been validated and balance in test mode, run the report in Production
Mode. To run the report in Production Mode use the following steps:

6.1 Complete the following fields:
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Field Name R/O/C Description
Tax Company R Select your agency’s Tax Company ID.

@ Agencies that have more than one tax identification
number (agencies with sub-areas) have the option to roll
them all into one report. To view a specific agency, just
enter that agency’s tax company information.

Example: 1110 (Department of Personnel)

Main Tax Company Included sub-areas
1110 (Department of Personnel) 1110 and 1111
2450 (Military Department) 2450 through 2453
3105 (Department of Corrections) 3101, 3102, 3103, 3105,
3111, 3117, 3118 &
3119
3106 (Department of Corrections) 3106, 3110, 3112 &
3115
3107 (Department of Corrections) 3107, 3109, 3122 &
3123
3113 (Department of Corrections) 3113, 3114 & 3120
3121 (Department of Corrections) 3108, 3116 & 3121
4610 (Department of Ecology) 4610 through 4612
5401 (Employment Security 5401 through 5416
Department)
Reporting Period R The Reporting Period End Date.
End Date
@ Enter the Quarter End Date as listed below.
Quarter 1 — Period 03/31/20XX
Quarter 2 — Period 06/30/20XX
Quarter 3 — Period 09/30/20XX
Quarter 4 — Period 12/31/20XX
Example: 12/31/2008
Consider Payroll R The Consider Payroll Results up to.
Results up to
@ Enter the Quarter End Date. (Using the same
format above.)

Example: 12/31/2008

State of Washington HRMS
File name: Version: Train. T. Revised after SME SAP Parent
941 QUARTERLY_REPORT_UPG Review Page 25/ 40
RADE.DOC Last Modified: 2/17/2009 5:21:00 PM

Reference Number:




Title: 941 Quarterly Report
Processes :
Sub-Processes :

will receive the

HRMS Training Documents

@ All three fields are required and must be filled before moving on to the next step or you
) I@ Make an entry in all required fields
following message: (Make an

entry in all required fields).

Tax Reporter
=

Tax Reporter Edit Goto Tools Lt

lities  Systern  Help

& | ala B

e@Q LHE DLy BE @

Tax Reporter

|@| All mag. media files ||.E. Log Manager |

Tax Forms

Tax Company

b J Quarterly

I (3 Quarterly Carrection
P 3 Annual

I [J Annual Correction

Tax Reporter
=

 IsxRepoter  Edt Goto Tooks  Unilees

Sy

1 110 State of WA Departr |
12/31/2008]12/31/2008 - 12/31/2008

1243172008

Reporting Period End Date
Consider Payroll Results up to

glem)  Halp

a

@

(1H CO@ UNE UNOD BF oW

Tax Reporter

1@, Al mag. media fles [| & Log Manager |

Tax Forms

Tax Comparty

1110 State of WA Depar. 8

& S wage Reporting
= Multiple Worksite Reports - State Level
@ tauttiple Worksite Repart - Cambined
&) Localty Wage Listing - County Level
@ Localty Wage Listng - Clty Leval
@ Localty Wage Listing - Sch. Dist, Level
b (3 Quarterty Correction
b 3 Annual
b 3 Annual Comection

= &3 Quaner
orm 341 i o il st
arm ¢ m Puerta Rico

Reporting Penod End Date
Caonsider Payroll Results up to

12731/ 2808 1010012008
12/31/2008

1203172008

Form 841 [PROD o)

I'Q Online
@ Backaround

nt copies

Form 341 (PROD. run)

6.2 Click the tab.
6.3 Click |@ Gnling | (Execute online) to generate the final report.
6.4 Click on the = (folder) next to Farms SAFScript Forms generated
to access the report.
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Tax Reporter
=
| List Edit Goto Ewxtras System Help

| & 1 0H e CHB DDhon AR QB
Tax Reporter

| Explanations || Choose || Expand all || Collapze all || =et section || Froperties |

Form 341 Tax Reporter output

Forms PDF_Forms_generated
[ Forms sAPScript Forms gener‘atedl
— L= Magrnetic Media Magnetic Media T1les
Reports Reports generated

—& Tax Reporter Log Messages for the run

6.5 To view the report online, double-click 941 for a tax company (941 for a tax

company) on the text/report name.

Tax Reporter
=
| List Edit Goto Ewxtras System  Help

| & 10H ©@Q SHE Dhoad B Q8

Tax Reporter

| Explanations || Choose || Expand all || Collapse all || =et section || Froperties |

Form 941 Tax Reporter output

Forms FPOF Farms generated
— =l Forms SAFPScript Forms generated
0O 11110 941 for a tax company FED
— & Magnetic Media Magnetic Media files
Reports Reports generated

— &y Tax Reporter Log Messages for the run
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Print Preview of ZPD1 Page 00001 of 00002

=g
Text Edit Goto Systern Help
bt H
l& [ Heee CuE ook B0 o®
. R —
Print Preview of ZPD1 Page 00001 of 00002
rorm 941 Employer's Quarterly Federal Tax Return
310940493
State of WA Deparntment af Personnel 09/30/2008
PO Box 47500 Olympia s 898504-7500
1 MHumber of employees 1 23100
2 Wages, tips, and other compenszation 2 3,140 209 79
3 Total income tax withheld from wages, tips, and other compenssation 3 437 143 20
4 If no wages, tips, and other compensation are subject to social security or Medicare tax Check and go to line B
5 Taxable social security and hMedicare wages and tips:
Column 1 Column 2
53 Tawable zocial security wages 3,461,820 .47 K124 = 427,028 64
Sb Taxable social security tips 0.00 X124 =
Sz Tamable Medicare wages and tips 3,485 088 .31 X .029 = 100,197 .56
5d Total social secutiy and Medicare taxes (Column 2, lines 53 + b + 5S¢ = line §d) 5d 438 186 .10
[} Total taxes before adjustments Jines 3 + 5d = line &) [} 960,329 .30
T Tax adiustments (If your answer is 3@ negative number, write it in brackets J:
Ta Current quarter's frAactions of cents [ 0.28)

: To view the agency’s Schedule B, use the 4 (Next Page (Page Down)) to access the

report.
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Print Preview of ZPD1 Page 00002 of 00002
=
| Text Edit Goto System Help

| & 2 0H ©@e CHE anon AR QE

Print Preview of ZPD1 Page 00002 of 00002

schedue & Employer's Record of Federal Tax Liability
[Form 941]

State of WA Department of Personnel 2109404493

0953042008

A. Daily Tax Lisbility - First Morth of Quarter

1 oo 8 15
2 ] 16
3 10 156,823.54  17
4 11 18
& 12 19
3 12 20
T 14 21

21
23
24
24
26
27
18

156,806.06

]
30
kR

A Total tax liability for first month of quarter

313,630 .50

6.6 Click Lk (Previous page (Page up)) to return to the previous screen.

6.7 To get back to the Tax Reporter Output for printing purposes click the & (Back) button.

6.8 To get to the Tax Reporter to

then select the. Generation/Filing Dates

generate the filing date, Click the

&

(Back) button again and

@ If the Tax Company field is blank, and the Reported on date is blank, the 941 was not
run successfully in production. Contact the ISD Helpdesk at 360.664.6400 or

helpdesk@dop.wa.gov

6.9 Click the il (Pencil) to select the filing date (Mailing date).
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Tax Reporter

&=
Tan Reporter Edt  Golo Toods LAbes  Syetem  Help

(4 198 COQCERR DDOD ME 2
Tax Reporter
}'ﬁ_umng madia filkes ][gu; Mmag-fl

'_rj.gom Tax Company 1110 State of WA Depar_ =
: %Umw Reporting Penad End Date 09/30/2008| 0701/2008 - D%=0/2008
@) Farm 841 Retun Pueno Rio Cansxer Payroll Resuts uw to 1897302008

B S wage Reporting
=) Multiple Workste Reports - State Level
@) Multipie Workste Repoet - Combned

9 Locallty Wage Listing - County Level
@ Locality Wage Listing - City Level Tax Form Form 941
[ Locality Wage Listing - Sch. Dist. Leve! || EESe Eaing B
: gg;ﬁw Conestan | {Tax Company TAXALIRepoted on
B S AL Eoreition | STATE OF WA DEPARTMEN. FED  D/30/2008 _
‘ = Calends X =
[z =
UIWET THIERT SAT sU-
S AL L e
g_ar_agm 112 13 4 iz
38! 15 16 17 18 9 2
39| 2 23 M 25 26 27 2
400123 30 4 2 3 5
§l42( & 1 15 o1
g b AT L]
4427 28 29 = [+]
1| =1 4%] 3 4 S 6 o
gg_ 0w o1 12 1
47117 18 19 20
1481 24 25 2 27
~ 491 1 2 3 4
g g(‘) 8 9 10 N
o R R
6.10 Click | (Enter) to accept date.
6.11 You have completed this transaction.
Online | . . . . Lo .
6.12 Use the |@ (Online option) to view and print the initial production

i Print copies |

run 941. Use the (Print copies) to view and print a
previously stored production run 941. Once the initial run is complete, if the online
icon is selected you will get an error “Form has already been filed on
XXIXXIXXXX”.

7. For assistance in balancing the 941 Quarterly report, the Tax Reporter Log is available as an
additional resource. The Tax Reporter Log shows all manual adjustments made by the agency
or Department of Personnel along with cross Quarter retro-calculation adjustments and out of
balance employees. To view the manual adjustments, follow the steps below:

. Gy
7.1 From the Tax Reporter output click on the (glasses) next to
Tax Reporter Log (Tax Reporter Log) to display the various reports.
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Tax Reporter
[=
List Edit Goto Extras System  Help

| @ 100 a0 BHR DL BE @B
Tax Reporter

| Explanations || Choose || Expand all || Collapse all || =et section || Froperties |

Form 941 Tax Reporter output

Forms FOF Forms generated
— = Forms sAFScript Forms generated
— [ Magnetic Media Magnetic Media files
Feports Feports generated

d?| Tax Reporter Log Messages for the run

7.2 There are two types of Adjustment reports that show different levels of details such
as the specific employee’s information. To view the report, double click on the report
name
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Tax Reporter
=
Systern  Help

| &
Tax Reporter

4 HI/€E@  CDEGE B\|mas EE G

I}

Tax Reporter Log Manager

Type of Reporting: Forrm 941

Tax Company: 1110
= B (T EE EEEUER
Log Tree |End Date |As of Date |Run Date IR |
= [J Production
[ & a9s30,/.2008 ass30s20. .0 110152008 11:=
[ & Os/30/20058 Q53020 . A7 252008 a9
[ a3s31/2008 a3s31/20. .0 041522008 1201
[ &g 12/31/2007 12/31/20..0 Q1172008 10:1
[ &g ass30/2007 a9s30/20. 0 10252007 1
[ Oss30/2007 Os30/20. . 08242007 10:C
[ &y a3s31/2007 a3s31/20... asM 12007 14
e 12/31/2006 12/31/20... 035012007 a9 C
E’: Selectinn criteria S Cgtout
Adjustments (Form Summary)
[ & Q5302006 Os/30.20. .0 01032007 16:=
[ & 03/31,2006 a3s31520..0 010352007 151
I [J Print Copy
I [J Test
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Adjustments (form summary)

son_tey i SAP -
@ o006 LHE dhoY 08 O —
Tax Reporter
Tax Reporter Log Manager ‘
po 9 9 Manual entries for deposit (T5UT2)
Type of Reporting: Foon %41 — o
Tax Congany: 111 l"‘r;u Eg:":‘?ugw::mn [;;)m - ;,;‘::
[eis) 0 Soj@) 8] &)
Ung Trom | L L TR L.
= OPronston 5
L 02008 ONSA0. HOV0E 113
k& 000200 0600 .. 0T 08l
b G CAE2008 DISW0. 0402008 1200
Lo 12200 1BV DRGS0y
L 08007007 0350700 10202007 144
b g 032007 06S020 . 082007 10
by 0301207 N30 09 V00T A
= & 12312008 122120 N30VA0Y 091
munw:n.r ramana
([ Ervors and Warmings
I B CAGOT008 D&S020  01OS2007 162
s 0512008 ORI 0102007 16!,
| QP Dopy
1 QOTen
oo Blelleliele] = OO | i 00
PUIS B8] Semapheporc! |OVR
: The above screenshot is an example of the Adjustments (employee details), which
displays the adjustments along with the specific employee record. Notice the g2 (Help
icons) located at the end of the ALV toolbar. By clicking on this icon, a dialog box will
appear with information on where the data is being pulled from.
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Rules
III?RUIES

Indicates that a manual entry has
been read from table TEUTZ, which
contains deposited fares that to he
reported on tax forms.

8. To view the Log Manager
8.1 Complete the following fields:
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Field Name R/O/C Description
Tax Company R Select your agency’s Tax Company ID.

@ Agencies that have more than one tax identification
number (agencies with sub-areas) have the option to roll
them all into one report. To view a specific agency, just
enter that agency’s tax company information.

Example: 1110 (Department of Personnel)

Main Tax Company Included sub-areas
1110 (Department of Personnel) 1110 and 1111
2450 (Military Department) 2450 through 2453
3105 (Department of Corrections) 3101, 3102, 3103, 3105,
3111, 3117, 3118 &
3119
3106 (Department of Corrections) 3106, 3110, 3112 &
3115
3107 (Department of Corrections) 3107, 3109, 3122 &
3123
3113 (Department of Corrections) 3113, 3114 & 3120
3121 (Department of Corrections) 3108, 3116 & 3121
4610 (Department of Ecology) 4610 through 4612
5401 (Employment Security 5401 through 5416
Department)
Reporting Period R The Reporting Period End Date.
End Date
@ Enter the Quarter End Date as listed below.
Quarter 1 — Period 03/31/20XX
Quarter 2 — Period 06/30/20XX
Quarter 3 — Period 09/30/20XX
Quarter 4 — Period 12/31/20XX
Example: 12/31/2006
Consider Payroll R The Consider Payroll Results up to.
Results up to
@ Enter the Quarter End Date. (Using the same
format above.)

Example: 12/31/2006
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Tax Reporter

=
oa- Reporter EOL Joto mu mlms 8 sleon Halp

~ - - 1 . " g
o 1M :

YT

Tax Reporter

Tuiom TacCompaty 1110 State of WA Degartr|
BT Reportng Penod Eng Oate [06/39/2008 070172008 - DH30/2008
@ Form 341 Petum PuetaRico | Cansider Payroll Results upto  08/33/2008
(&) 5L Wage Reparting

[® Muttipie Worksite Reports - State Level
Mltipie Warksits Report - Cambined
Lecalty Wage Listng - County Level
Localty Wage Listng - Cly Level Test selection Test onling
[ Localty Wage Listing - Sch Oist. Level || | personnel Nmaers I o] L | G Tem background
b (3 Quarterty Correction =t
v 3 annual
b 3 Annual Commection

@ All three fields are required and must be filled before moving on to the next step or you
I Make an entry in all required fields
will receive the following message: 6 (Make an

entry in all required fields).

8.2 Click the |§' Log Manager | (Log Manager) located on the functional toolbar Tax
Reporter
State of Washington HRMS
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Tax Reporter
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=
| systern Help

| @

fird

JH I CEQ S HRE SD88 HE @«

Tax Reporter

Tax Reporter Log Manager

Type of Reporting: Form 941

Tax Company: 1110

[ IE=TE E=EE =R R

Log Tree |End Date |As of Date Run Date Fun Time |

TACIPIOOUCHON
by 09/30/2008 0953052008 11/01/2008  11:35:08 E
by 0s/30/2008 0B/30/2008  0O7/25/2008  09:24:20
by 03/31/2008 03/31/2008  04415/2008 121736
by 12/31/2007  12/31/2007 011 7/2008 10012018
by 09/30/2007  09/30/2007  10/25/2007  14:46:07
b gy 0B/30/2007 0B/30/2007  08/24/2007 10:08:02
b gy 03/31/2007  03/31/2007  05/11/2007  14:41:96
b gy 12/31/2006  12/31/2006  03/01/2007  09:04:08
b gy 05/30/2006 0OB/30/2006  01/03/2007 15:31:45
b gy 03/31/2006 03/31/2006  01/03/2007 161917

~ [J Print Copy
by 0373172008 03731/2008  07/25/2008  14:4527
by 120312007 1243172007 01172008 10022026
sy 09/30/2007  09/30/2007  124113/2007  11:15:02
sy 09/30/2007  09/30/2007  124113/2007 1114026
oy 09/30/2007  09/30/2007  124113/2007  09:48:08
sy 09/30/2007  09/30/2007 124113/2007 0935595
by 08/30/2007 0953052007 12413/2007 091944 |
by 09/30/2007 0953052007 11/26/2007  12:18:37
by 09/30/2007 0953052007 10/25/2007  14:55:06
by 12/31/2006  12/31/2006  10/03/2007 11:458:32
by 12/31/2006  12/31/2006  10/03/2007  11:43:36
by 0B/30/2007 0OB/30/2007  09/26/2007  11:53:44

=~ 13 Test
b gy 09/30/2008 09/30/2008  11/01/2008 114519
b gy 03/31/2008 03/31/2008  11/01/2008  11:43:06
b gy 09/30/2008 09/30/2008  11/01/2008  11:39:06
b gy 09/30/2008  12/31/2008  11/01/2008  11:11:13
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8.3

Log Manager will display all previous ‘Production’ and ‘Test’ runs which includes the
date it was processed, the reporting period information as well as the User who ran

the report.
Tax Reporter
=
| system Help
| & 2 a0 ea CHE BDa8 | FE|

Tax Reporter

Tax Reporter Log Manager

Type of Reporting: Form 541
Tax Company: 1110

=[a][@][Sa]ER][&] [s]
Log Tree |End Date As of Date Fun Date |I|
e oo [+]
[ & 095302008 094302008 11/01,2008 1|;|
b & 06/30/2008 0653052008 072522008 C
[ & 035312008 034312008 0441552008 1
=N 12/31/2007  12/31/2007  01/17/2008 1
(= Selection criteria ¢ Dutput
127 Adjustments (Form Summary)
T Adjustments (Employvee details
L O anan remare
Click e' (Back) to return to the main Tax Reporter screen.
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* Zyctom ey

Tax Reporter

HRMS Training Documents

& GO O e e

i SAP.

Type of Reporting: Foon 941

Tax Reporter Log Manager

1@ algm[ ¥ 0] [Claz[@E[E [|] )
| Cross-quarter retrocalculation (Rollover)

Result

You have successfully run the Quarterly 941 Report for your agency.

Comments

- 4 | Emgioyee [Forpenod [hperod |Form Aed [T | AL

Tax Company: 1110 ; CEAO0Z000 12500007 TO2  Total Foame tas =ED 354
\ 03102007 1202007 (7083 3 Month kaneey FED 354
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Verify that Line 10 on the 941 report always matches Line D of the 941 Schedule B.

State of Washington HRMS

File name:

RADE.DOC
Reference Number:

Version: Train. T. Revised after SME
941 QUARTERLY_REPORT_UPG Review

Last Modified: 2/17/2009 5:21:00 PM

SAP Parent
Page 40/ 40



